
A* Exploit for intelligence purposes all types of foreign language 
documents, including captured documents, foreign press, peri- 
odicals and books* 


B* Receive collection directives, expressive of Information re- 
quirements, and requests for other supporting action; assign 
responsibility for action; ensure proper action on such requests j 
arid mn.1nt.aiB records of such requests and action taken on each* 

C. Kevlar all available foreign language documents to determine 
applicability to existing intelligence requirements • 

D* Analyse, select, index and costpile intelligence information in 
the exploitation of such documents in order to fulfill require- 
ments* 


E. Maintain appropriate cross-index files of foreign language 
source materials and information* 

F. Develop new method* of exploitation for foreign language docu- 
ments in order to assure best possible coverage of these 
materials to meet the needs of intelligence agencies fear 
information* 


G* Prepare intelligence information reports and analyses of foreign 
language source materials in response to collection directives 
or other authorized requests for supporting action. 

H* Review all Division reports for publication from a substantive 
and intelligence standpoint to determine accuracy of interpre- 
tation, clarity of presentation and applicability to requirements. 

I* Edit all Division publications for editorial correctness, 
standardised style, and format* 

J* Prepare all Division reports for publication by typing and 
drafting for reproduction. 

K. Prepare required workload, progress and other statistics! 
re ports j maintain records necessary for this purpose* 

1* jurvey and develop world-wide sources of foreign language 

documents to determine existence and availability of documents 
of potential intelligence interests establish procurement 
channels; and maintain the flow of intelligence material into 
the Division* 

M. Conduct continual screening activities at the min foreign 
language document repositories in the Washington area* 
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N* Receive, select,; and route incoming foreign language material 
to appropriate unit for exploitation. 

0* Index, catalog and perform other related library functions in 
connection with foreign language material acquired by the 
Division for exploitation and subsequent forwarding to appro- 
priate repository. 

?. Provide reference service for CIA and other intelligence 
agencies on foreign language holdings la the Division and 
existence of pertinent foreign language materials in other 
repositories. 

Q. Coordinate CIA requests for procurement of foreign language 
documents. 

R. iaintain working level liaison with approved counterparts in 
other offices of the Agency) obtain clearance from OCD far 
liaison with outside agencies) maintain records of each outside 
CIA liaison contact. 

S* Provide specialized operational and intelligence support and 
inf creation to components of CIA and when, authorized to ether 
appropriate government agencies. 

I* ;¥ovide & central translation service to support informational 
and operational needs of the Agency, and to fulfill, when 
workload permits, translation requests fro® other approved 
gowmaent agencies. 

D* Goapile data for central exploitation files, provide information 
therefrom to authorised requestors) and prepare monthly a Con- 
solidated Translation Survey for distribution to participating 
intelligence agencies. 

¥• Coordinate with officials of other government agencies and 
representatives of foreign governments in connection with 
foreign language document exploitation as directed by the 
Assistant Director fear Operations. 
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1# Interviews and Initiates processing of qualified applicants 
for existing vacancies on the Division T/o. 

2* Conducts necessary liaison with CIA placement officers with 
reference to possible applicants, applicants in process, possibilities 
of intra-agency transfers, etc. 

3* Maintains current records of authorized vacancies and submits 
recruitment request actions fear such vacancies. 

k. Contacts Classification uurvey when situation arises to 
necessitate the reclassifying of positions or changing of Job descrip- 
tions to meet the current needs and situation of the Division. 

5. Maintains close coordination with Branch chiefs to expedite 
Division matters few effective placement and utilization of personnel. 

6* Coordinates administrative functions within the Division to 
conform with CIA policies. 

7* Implements indoe tr inaiico program of efficient administrative 
procedures within the Branches* 

8* Maintains constructive good employee relations and work re- 
lationship »o that working conditions aid relations will enhance 
morale aid efficiency. 

9 * Makes docisions or takes action concerning personal complaints, 
grievances, and misunderstandings that laay arise* 

10* Briefs all near employees concerning internal and CIA policy 
functions that pertain to the individual employee* 



11* Provides a message center and a courier and mail service 
with internal routing of official correspondence* 


12* Provides receptionist service by receiving official visitors, 
making out visitor* s passes, contacting party they are to see and 
referring them to appropriate offices* ' 

13* supervises security matters for the Division in cocgjliance 
with CIA, security regulations. 

Ik* Prepares budget estimates for the Division* 

15* liesponsible for assignment and maintenance of space, supplies, 
equipment, telephone, service. 
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16* Praaetes good relationships between other officials of tb© 
Agones said employees of HHB 

17* Maint ains personnel and administrative files of the 
Division in .accordance nith Agency regulations* 

1B« Maintains Tine and Attendance records for personnel of the 

bivision in accordance with Agency and Civil service regulations* 

s 

1#„ supervises the overtine program in tlie Division | maintains 
appropriate records therefor* 

20* supervises the Group Hospitalisation and Government Auployeos 
Health program in the Division* 

21* Prepares travel requests and vouchers for employees of the 
Division* 




ian !{ ■ r y s; ■ 
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1* Reviews foreign language documents dealing with china, <Jp 
Korea. Japan, Iaio-China, Siam, Bunas, Indonesia, Tibet and the 
Philippine* ’except scientific and technical)* 

2. ajmlFses new serial pcfelicatlons received! det ndnee 5? 

whether ffSp^UcaUons should be procured regularly! and Initiates 
prteuraacot requests for these* 

% Means forstm language documents received and selects there- ( 4 D 
froa requirea^ts* J 

I, prepares information for publication as spot reports, ccra- 
Mi^fSM^olUtaa =r ™«®ch report.. ^ 

as sies correct socisrUy clas sif ic at Ion* 

v 

£* :toloits regularly all available newspapers froa uhina, ^ c^> 

K mm, Irdo-Cldna, tiaa, Bursa and Indonesia for intelligence uuar- 

astloa* 

6* exploits specific Far • eastern periodicals for intelligence 
information* 

7* ixplolts books and monographs co .assigned area In ansiser to 
specif :lc requests* 

S* Exploit s captured Japanese docifiwsntc dealing ■with the ’*** <4^ 

Kast to satisfy certain intelligence requircsicnts* 

fm Receives Collection Directives, both specific and guide 4r 
type, and takes action on them* 

10* toteteina appropriate files oa source laaterisis* 

11* tknducts operational liaison with analysts of other intelll- 
genes offices to clarify existing: informational requirement® am 
specif Sc translation requests* 

11. liesds and files for a limited period of time pertinent ro- u 
ports of other intelligence activities to avoid duplication and to 
relate the Branch effort most effectively to that of otter int-lli- 
i?©aco units with s imilar purposes* 

- / 

13* scjvos as consultant to other ares Branches on aatters =>or— , 

to the Far Bast and to other authorised requestors on tho 

‘oreign Isuognages la It® area* 

i)|, r Evaluates the reliability and accuracy of individual ior©ign 
documents or categories of foreign documents upon request* 
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15* Irovldes translation eervlc® as directed by Blvision Chlaf* 

1 6# ifcvides miscellaneous special services, such as inter- 
preting, correction of language exerain.'-tions for otter offices, trans- 
lating froci boglish into, a foreign language, etc., as directed by the 
Mvision Chief# , 

If* i iaint&lna Branch arte security in accordance with CIA 
security regulations* y 

18* Indoctrinates tm r ners«r.el in basin intelligence procedures 
and t rains than In document teploitation techniques* 
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NEAR uat/maQk BRANCH FUNCTIONS 


1# Reviews foreign language documents dealing "with; Turkey, 
Greece, Iraq, Iran, India, Pakistan, Afghanistan, Nyria, Lebanon, 
Israel, Jordan, Saudi Arabia and Africa (except scientific and 
technical) to determine applicability to intelligence requirements. 

2# Analyses new serial publications received] determines 
whether such publications should be procured regularly} and initiates 
procurement requests for these. 

3. beans foreign language document® received and selects there- 
frcaa information answering intelligence requirements. 

iu Prepares information for publication as spot reports, com- 
pilations, translations, collated reports, or research reports and 
assigns correct security classification# 

5* Exploits regularly all Near bast/Africa newspapers received 
for intelligence information. 

6 * Exploits specific Near cast/ Africa periodical® for intelli- 
gence information# 

7# Exploit® books and monographs on assigned area in answer to 
specific requests# 

8# Exploits captured German documents dealing with the Hear 
East ami Africa to satisfy certain intelligence requirements# 

9 » Exploits pertinent Western European publications containing 
information on Near oast/Africa when tints pefeits. 

10# Receives Collection Directives, both specific and guide 
type, and takes action on then. 

12» Maintains appropriate files on source materials# 

12# Conducts operational liaison with analysts of other intelli- 
gence offices to clarify existing informational requirements and 
specific translation requests# 

13 » Reads and files for a limited period of time pertinent re- 
ports of otter intelligence activities to avoid duplication and to 
relate the Branch effort most effectively to that of other intelli- 
gence units with similar purposes# 

lit* Serves as consultant to other area Branch©.® on matters per- 
taining to Hear L&st/Africa and to other authorised requestors on the 
foreign languages in its area# 
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15* Bralmtea the reliability and accuracy of individual foreign 
document# or categories of foreign documents upon request* 

16* Provides translation service as directed by Division Chief. 

1?* Provide# miscellaneous special services, such as inter- 
preting, correction of language examinations for other offices, trans- 
lating from Dnglieh into a foreign language, etc*, as directed by the 
Division Chief* 

18* Maintains Branch area security in accordance with CIA 
security regulations* 

19« Indoctrinate® new personnel in basic intelligence procedure# 
and train# thorn in document o;q)loitation techniques* 




f»« * u 

Approved For Release 200^'f^0%f ctA-il[tS-^O6ft000200060035-3 




i^TvT ^v***^** to detoraine applicability to 

latc&ligeacc requirements. J 

2» Analyses new eorial publications roceivodj determines 

pr^S ^ “ d lnltiat0B 

(Wm *% ,1Ca ff *® r '®*45 s language documents received and selects there- 
^ rc6a information anasering intelligence requir emen ts. 

nna+^nc^P 31 * 0 ? iaToraatioa far publication as spot reports, co> 

tr *? glatio ?f» c ° rut5d -sports, cor research reports and 
assigns correct security classii icat ion. 

(»vr.JEl a21 available boviet newspapers and periodicals 

ax3 ±}^ i ^^) avoiding duplication with Urn 
Joint Press Reading servlcs in Moscow. 

6* feasploits s oviet books of hi^h priority upon request. 

th. .A iTi&S&25^ , *“" d0 °“ eata "““"e "» 

lnforStiff™ i ?i P ?^J I S? t •?f' era ““-oixiaa publication* conUOninr 
iiuorDation on the taftS when tim remits* *** 


xu * appropriate files on source materials, 
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ssr2 ^tSrx^ 18 iaforaauo ™ 1 

^ files for a lisaitad period of tb» crt.lnp-nt re- 

a WyKSSPSfSSg £ 

g^ace unit® with simil ar purposes. 7 % £ Cuiier xnt ^ li ~ 
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15. Provides translation service as directed by Division C hief . 
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16« ftrovidea inisceXleneous special services, such as inter- 
preting, correction of language exmlaatione for other offices, trane- 
Xattag from English into ft foreign language, etc*, as directed by the 
Division Chief. 

17* Maintains Drench area security in accordance with Gift, 
security regulations* 

18* Indoctrinates new personnel in basic intelligence procedures 
and trains then in doeuaent exploitation techniques* 
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1* Bevies© foreign* Isngmge doeiwmta dealing with Albania, 
Bulgaria, Cssxhoslovakia# Doixaark, Finland, Hungary, Jugoslavia, 
terasgf, StoiXsadU Rttaania# Bwodan md Soviet son.es of Ger many and 
Austria* (te-xept scientific aud technical) to determine applicability 
to intelligence requires&mte* 

2« Analyses new serial publications recaivsd| determines 
wither mich publications should be procured regularly; and initiate© 
procurcaont requests for these* 

3* beans foreign language docunente received and selects tter©- 
fro® information answering intelligence r eq-uir onents • 

k# Hrspares information for publication as spot reports, cgrh 
pilaticas, translations, collated reports, or research reports and 
assigns correct security classification. 

5# Exploits regularly all eastern European and ><?awlinaviaa 
newspapers received for intelligence inforastion* 

6#, Exploits specific Eastern European and acandimviaa peri- 
odicals for intelligence information* 

7% Exploits books and monographs on assigned area in answer to 
specific requests* 

8* iusploite captured German document© dealing with Eastern 
Swops to satisfy certain irrfxiLligence requirements* 

9 * Ssplcdts xxjrtins*nt be stem "urepeaa publications ooataining 
lofcsrattai on Eastern swepsaa countries when time permits* 

3X># Boccives Collection Directives, both specific arid guide 
type# arsd takes action on tern* 

11* Faint aids appropriate files on source materials* 

12* Conducts operational liaison with analysts of other intelli- 
gence offices to clarify existing iafcrmtionsl requircoerite and 
specific translation requests* 

13* Hoads and files for a limited period of time pertinent re— 
jwrte of otter tetelligance activities to avoid dqplicatian and to 
relate' tee Branch effort most effectively to that of other intelli- 
gence units with similar purposes* 

14# aerves as consultant to otter area Branches on matters per- 
taining to testem Europe and the ucandinsvian countries and- to otter 
authorised requesters on the foreign languages in its area. 
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15# waluste# the reliability and accuracy of individual foreign 
documents or categories of foreign ckxjussents upon request* 

15* J’rovidee translation service as directed by Division Chief# 

17* I’rovidee aiseallaneous special services, such as inter- 
preting, correction of language examinations for other offices, trans- 
lating fron English, into a foreign language, etc*, m directed by tbs 
Division Chief# 

13# Main tain s Branch arm security in accordance with Cl* 

security regulations# 

1S>* Ihdf^trinstos new personnel in basic intelltgonco procedures 
and trains than in document ejqAoitetion tec’miques# 



Approved For Release 2003/12/04 : CIA-RDP81-00706R000200060035-3 



Approved For ReJ^asj 2gQ3/1 2/Q^ C|A|RDPffi -00706R0W200060035-3 
DOCtBJENT& COHTStCL SRAHCH FUSCTIOK3 


Surreys worldwide sources of foreign language documents, 
including government agencies , Mflds nlc inst thut ions , publishers, 
bookstor«s> libraries, commercial finas and research organizations, 
to determine the existence and availability of documents of 
potential intelligence interest} conducts the surveys by meerus of 
poygnoal contact or by request to appropriate collecting activity 
and by examination of domestic and foreign publications* 

2 # Arranges far procurement of documents of interest cither 
directly or through appropriate channels* 

3* Prepares reports and studies from surveys with reference to 
location, type, intelligence potential and availability of documents* 

li* Vhm publications of a country become or are believed about 
to become unavailable for overt acquisition, undertakes special sur- 
veys to determine the existence and availability of these publications 
in other countries* Flans and implements the procurement of sensitive 
publications by means of special sources* 

5* Conducts surveys on foreign documents pertaining to special 
subjects or geographical areas in response to collection directives 
or otter informational requests* 

6* Maintains a central locator file containing information ob- 
tained In surveys as to location, description, intelligence value, 
extent of exploitation, etc., of foreign document collections, _ 
current listings of foreign language serials and their availabiliiy , 
reference materials and oilier information of source value j collects 
and collates Information for this file by conducting continuous 
XKM&aatloa of foreign publications lists, periodicals both foreign 
and toe Stic, reports, etc*, in order to ascertain the existence and 
availability of publications of interest* 

7 * Advises authorized requesters on captured German and 
Japanese documents as to location, type, intelligence value, amount 
of exploitation, etc* Upon request Conducts surveys involving 
screening, assessing, reporting and procuring of captured documents 
on special subjects cr geographical areas* 

8* Conduct# continual external screening activities at the main 
document repositories in the Washington area, informs appropriate 
parties of current findings and arranges for procurement of such 
material when necessary* 

iaintains constant liaison with document exploiting branches 
of the Division as .to document requirements, informs oh availability 
<*f new material and suggests material for sbb scr iption* 
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10* Brief© publications procurement officers who are going 
abroad as to foreign document requirements; confers with returning 
intelligence personnel aa to availability of foreign language 
publications. 

11* Coordinates the ordering of publications for the Office 
of Operations; prepares selected requirements listings for the 
Agency of foreign language documents fear procurement by specified 
publications procurement officers abroad. Prepares estimates of 
funds required to procure publications needed by the Office of 
Operations. 

12* Screens documents received for intelligence value based 
m requirements of the Division and the Agency; routes documents to 
appropriate branches for exploitation and/or information. Maintains 
proper accountability records for all documents received by the 
Division; kneps visible card files allowing by area and language the 
title, publishing authority, periodicity, issue receipt and dissemi- 
nation of all serial (newspapers and periodicals) publications; 
indexes by number noa«scrial publications (boohs, monographs, bro- 
chures, etc*) of intelligence value and abstracts their subject 
matter content on US cards for incorporation into the Branch* S 
non-serial index file and the CIA Library be sidy Accessions List* 

13* Retains foreign language documents of intelligence value 
for a period commensurate with their value and interest to intelli- 
gence activities; provides a reference service on these documents 
to authorised requestors; forwards, subsequently all documents to 
OCD with recommendations as to permanent repository. 

Hi* Maintains central files of all Division products. 

15* Screens and routes all intelligence reports, cables and 
reference materials received by the Division to the appropriate 
branch or branches; determines the order of routing within the 
Division on a priority basis. 

16* Prepares bibliographies of foreign language documents 
held by the Division in accordance with Collection Directives* 

17* Initiates requests for loan and/or purchase of serial 
and non-sorial publications for the Division, maintaining tracer 
functions on all such requests. 

18* Coordinates the requests free branches of the Division, 
for aterofiltiing and/or photostating of material; supervises the 
operation of thermo-faxing for the Division. 

IS?* Maintains a central file on all documents seat to Graphics 
Register for photographing and m the caption reports which accompany 
such document 3. 

20* Coordinates CIA requests for procurement of foreign lang- 
uage taaterials. 
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x, Reviews til Division reports from substantive and intelligence 
standpoint to determine accuracy of interpretation, clarity of presen- 
tation and applicability to requirements* cooperates vdtfa appropriate 
Branch in the revision* correction and/or reconstruction of reports 
idlest noccsnaxyj reviews such reports for value in relation to dissemi- 
nation and* for use by intelligence analysts, for security classifi- 
cation* and for possible assigisaant of "US Officials Only* or "Internal 
CIA Use Only* restrictions} determines method of handling as an infor- 
mation report or other fora of publication} exercises discretion in 
withholding from publication material of exclusive interest to the 
covert operations offices} and forwards the latter t ; rough the Division 
Chief and AD/OO for their attention* 

2* Receives Collection Directives and oilier infcraational re- 
quests directed to the Division} assigns such requests to appropriate 
Branch or Br an ches for action} conducts liaison and proparse corres- 
pondence relating to such requests} maintains files of all Collection 
Directives and requests and keeps suspense files to assure compliance 
by appropriate Branch and determines in cooperation with appropriate 
Branch possibility of meeting requirement target dates and carries out 
necessary liaison and correspondence in this connection. 

3# Edits all Division reports for editorial correctness* stan- 
dardize style and format* 

h* Prepares for printing and dissemination by typing on duplimat 
plates* mimeograph stem :ils* or for direct photolithographic repro- 
duction* all of the publishable production of the Division} by expert 
drafting* copies or provides il3.ustrat.ions* diagrams* sketches and 
naps for products of Division exploitation} arranges for sufficient 
copies and adequate dissemination for both published and unpublished 
reports of the Division. 


5* Obtains liaison clearance fear personnel of the Div 
outside agencies and maintains records of all such liaison. 


aslESEIE&jJ 


6. Maintains a cross-indexed document exploitation file of work 
completed or in process in ths Division or other intelligence agencies 
by siibjeei* area* author, document and publication numbers in order to 
prevent duplication of translation and exploitation among the intelli- 
gence agencies} provides information therefrom and edits, prepares and 
publishes monthly a Consolidated Translation survey in cooperation 
with the participating intelligence agencies, thereby informing them 
of translation and exploitation completed and Initiated during oach 
month. 


7. Plans with the cooperation of appropriate Branches a prepa- 
ration of Division products for content, illustration* method of 
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preparation, time preparation and possible date of publication* 

8# Maintains statistical records for the Division on types of 
exploitation, numbers of pages prepared, languages exploited and 
types of documents exploited and quantity of special translation 
service} prepares from such records monthly statistical reports, 
status reports and other special reports m required by Management, 
Budget, CCD cr 00. 
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Foreign Documents Division (l) 

OFFICE (F THE CHIEF 

f Biredj^ the exploitation for intelligence purposes of all types 
of foreign language documents, including captured documents, 
foreign press, periodicals, and books, 

li , Provide?/ a central translation service to support informational 

/ . 

and operational needs of the agency and to fulfill, when Agency r 
workload permits, translation requests from other approved 
government agencies* 

C, Develops new sources and methods of exploitation for foreign 

language documents in order to assure best possible coverage of 

V 

these mater ials to meet the needs of Intelligence agencies for 
information. 
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Foreign Documents Division 
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ADMINISTRATIVE STAFF 

Provides administrative support For the Division, including all 
matters pertaining to personnel, security, supply, property, 
space, budget, finance, and maintenance of a message center. 
Develops and supervises Imp lenten tat ion of divisional admlni s tra~ 
tive procedures. 
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Foreign Itocurants Division (3) 

DQCUJSEBT camoL BRANCH 

Sarveys world^vids sources of foreign language documents, establishes 
procurement channels, and maintains the flow of foreign language 
intelligence material into the Division* ^ 

Receives, selects, and routes incoming foreign language material to 
appropriate unit for exploitation, ' / 

Indexes, catalogues, and nerforms other related library funeti ns in 
connection with foreign language documentary material acouir d by 
the Division for exploitation and subsequent forwarding to appropriate 
repository, v .- 

Provides reference service for CIA and other intelligence agencies on 
foreign language holdings in the Division. - 

Coordinates CIA requests for procurement of foreign language documents. 
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Foreign Documents Division, (4) 

REPORTS BRANCH 

Reviews all Division publications from a substantive and intelli- 
gence standpoint to determine accuracy of interpretation, clarity 
of presentation, and applicability to requirements. 

Edits all Division publications for editorial correctness, standard- 
ised stylo, and format. 

Receives and processes incoming requests^from CCD and other CIA 
offices, assigns action to appropriate branch, and maintains follow- 
up controls. 

Compiles data for central, exploitation files, providing information 
therefrom to authorized requestors and preparing monthly Consolidated 
Translation Survey for distribution to participating intelligence 
agencies. 

Prepares required workload, progress, and other statistical reports, 
maintaining records necessary for this purpose. 
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Foreign Documents Division 

SCIENTIFIC AND TECHNICAL BRANCH 

tomiBun ell available scientific and technical foreign language docu- 
ments to determine applicability to existing intelligence requirements. 
Analyses» selects. Indexes, and compiles intelligence Information of a 
scientific and technical nature In the exploitation < such documents 
to fulfill requirements. 

Maintains appropriate cross-index files of foreign scientific and tech- 
nical source materials end information. 

Prepare® intelligence Information reports and analyses of foreign 
langoage source materials in response to collection directives. 
Maintains working-level liaison with QSI counterparts and authorised 

requestors. 

Frozen translation aorrtee for scientific and technical docononts as 
directed ty the Division Chief. 
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Foreign Documents division (6) 

REGIONAL HUNCHES 

Each regional branch, for its assigned foreign geographical area, villi 

Eeview all available foreign language documents (except scientific and 
technical) to determine applicability to existing intelligence re- 
quire- v-nt s « 

Analyze, select, index, and compile intelligence information in the ex- 
ploitation of such documents to fulfill requirements. 

Maintain appropriate cross-index files of foreign language source 
materials and information . 

Prepare intelligence information reports and analyses of foreign language 
tour c 8 materials in response to collection directives. 

Maintain working-level liaison with ORE counterparts and authorized 
requestors. 

Provide translation service as directed by the Division Chief. 
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